
Welcome to LTSS Maryland            

Provider Portal Billing                                         

Supported Living Services



Learning Objectives

• Navigate the Provider Portal

• Explore the Billing Process

• Review Search and View Services and Claims 

• Examine where Adjustments are made

• Resolve Exceptions (issues) preventing payment

• Access Reports on services rendered and claims payments
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User Roles
Roles and Responsibilities



Provider Program 
Director

Roles Available to Staff

Staff Provider

Billing ProviderAdmin Provider

Provider Program 
Staff

• Create a Staff Profile

• Contact the help desk at LTSSHelpDesk@Ltssmaryland.org or 1-855-

463-5877 to set up an account and username
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mailto:LTSSHelpDesk@Ltssmaryland.org


Role Based Access

Role
Access LTSS 

Provider 
Portal

Create or 
Modify Staff 

Profiles

Bill for 
Services

Accept 
Services

Access 
Person’s 

Information 

Admin 
Provider Yes Yes Yes Yes Yes

Billing 
Provider Yes No Yes No Yes

Provider 
Program 
Director

Yes No No Yes Yes

Provider 
Program Staff Yes No No No Yes

Staff Provider
(DSP)

No No No No No

Yes



Navigation and 
Basics



LTSS – Provider Portal Home Tab
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LTSS – Provider Portal Alerts Tab
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LTSS – Provider Portal Alerts Tab
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LTSS – Provider Portal Menu

TOP MENU guides users 
to various areas in the 
portal

LEFT MENU allows users 
to perform specific 
functions with the area

RIGHT MENU Quick 
access to manually enter 
missed IVR clock-ins or 
clock-outs
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Navigation Tips
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Access Client 
Information



Access a Person
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Search Criteria is important to locate your specific clients



Client Information
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List of Service Plans
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Service Plan Details
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Billing For 
Services



Billing Process Flow
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Access 
Provider Portal

Bill for Services

Eligibility and 
Authorization 

Checks
(Overnight)

View PCP and Other 
Details  

Claim to Medicaid 
(in some cases 

services are 
funded by State)

Checks 
cleared

View Services and 
Claims

ISAS Dial-In System 

View Exceptions

Resolve Exceptions

Manual Submission

Provider Upload

Receive Payment 



Definitions 

Service - An individual service delivered to person 

• EVV - each shift (with a start and end time) is referred to as a Service

• Non-EVV - the Service rendered by the Provider to a person, billed as total 
units or cost for a time period 

o Services rendered on a date for Daily, Hourly and Quarter-Hourly

o Service provided on a one-time basis for Milestone

o Individual cost of items for Upper Pay Limit 

Billing Entry 

• Entries made by providers for services rendered. A billing entry can be added 
through the Provider Portal or uploaded through a system interface

• Unique billing entries made by providers are converted to services and further 
processed into a claim
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Definitions

Claim

• Billing Entries that have cleared system checks for validity of authorization and 
eligibility get converted to claims

• A claim is created for each service rendered to a person by a provider for a date of 
service (for daily, hourly, quarter hourly services); month of service (for monthly 
services); completion of a single milestone(milestone services); or a cost accrued 
date (upper pay limit services) 

• Claims are submitted to Medicaid for payment to the Provider

Remittance Advice

• Report of Medicaid claim payments and rejections in a billing week

• Remittance Number is the check number for the payment from Medicaid to the 
provider for the billing week

• Remittance date is the date on which the payment was completed
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Definitions

Service Status 
• A workflow status that identifies where an entry is currently in the billing process 

Exceptions
• One or more conditions that prevents a potential claim from being processed for payment
• Exceptions need to be resolved in order for payment to be issued

Proc Codes

• Medicaid waiver service billing code
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Billing For 
Supported 

Living Services



Billing Entry to Payment in Non EVV

View Submitted 
Entries in Queue

 
Check for 

Duplicate Billing
No Matching 
Billed Service 

Validation checks

Duplicate 
Billing Entries

Matching Billed Service  

Submit

View 
 In-Progress  

items

Save

Update & 
Submit

Multiple & Single 
Billing Entry

Upload

Claims 
Or State Payment

Exceptions

Failed

Cleared
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Add Multiple Entries – Supported Living service
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• Supported Living is a Site based service

• Sites are entered into the system by RO in the Residential Service 
Provider Configuration page.

• Billing for services are tracked by the Provider Site



Navigate to Submit Multiple Entries
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Add Multiple Entries - Inputs

• Criteria must be entered before billing entries can be created

• Billing can be entered for only one service type at a time
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Date Parameter 
varies based on 

Service Type selected

Add Multiple Entries - Dates
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Add Multiple Entries - Providers

Agency locations displayed is dependent on date of service.
Supported Living service is site based, billing providers see 
only the agency’s information in this field.
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Add Multiple Entries – Days / Participants

Participants w/ approved PCP, provider 
authorized to provide service on dates selected

Days default based on service type
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Add Multiple Entries - Inputs

1 2
3

4 5

6

Select to create a billing entry for each date of 
service authorized for the selected persons
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Add Multiple Entries – Enter Units/Cost

Use the Tab Key to quickly move down the list 
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Units (Daily)



Add Multiple Entries - Save

Save entries can be reviewed 
in the IN PROGRESS tab
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Add Multiple Entries – Submit 

Submit Entries go to QUEUED tab
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Add Multiple Entries – Entries with Errors
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Dedicated Hours for Supported Living
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Dedicated Hours of Supported Living
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• Criteria must be entered before billing entries can be created
• Billing can be entered for only one service type at a time



Dedicated Hours for Supported Living
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Select to create a billing entry for each date of 
service authorized for the selected persons



Dedicated Hours for Supported Living
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Navigate to Submit Single Billing Entry

1

2

3
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Submit a Single Entry

Used for 1 entry > must enter the 
client ID OR Name in required field

Proprietary  and Confidential



In-Progress Tab

Entries SAVED are seen in the “IN PROGRESS” Tab
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In-Progress Tab – Follow up or Edit

Service can be flagged with comments, edited or submitted
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In-Progress Tab – Follow up
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In-Progress Tab – Edit
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In-Progress Tab – Submit

Submitted Entries are moved to Queued tab
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Queued Tab

Entries submitted on the 
current date > processed 
for billing every night

Queued services will be 
automatically submitted and 
no longer visible  
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Duplicate Entries in Queued Tab

Entries tagged as Active or Duplicate
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Duplicates Tab

• Same Day Duplicates
• Duplicates of Existing Services
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Service Status

Billing Entry

Ready

Recorded Pending

Discarded Closed

Submitted to 
MMIS

Rejected Paid

Claim Status

Create Claim

Service Statuses

Fail Validation

Service Status

Pass Validation Checks

Discard
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A workflow that identifies 
where an entry is currently 

in the billing process



Search for Services

1

2

3

Provider staff can 
view entered 
services and 

claim information



Services Search – Input options
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Search parameters 
are used to locate 
activity results for a 
time range



Search Result – Non EVV Services
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Selecting a person’s card returns all services for 
the person within the search parameters.  



Navigating to Service Details
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Service Details Page
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Service Header 1



Service Details Page
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Claim Details2



Service Details Page
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Service Details
3



Editing a Non EVV service
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Service Details

Service must be in 
Recorded or Pending 
status to EDIT



Editing a Non EVV service

Proprietary  and Confidential

1. Modify Units / Cost 
2. Enter Edit Reason
3. Click on Save



Discard Non EVV service
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Handle 
Exceptions



Exceptions

✔Must be resolved in order for 
payment to be issued

✔Service will be “Pending Provider” 
or “Pending MDH” status when an 
exception is identified and will stay 
in status until issue is resolved

✔Circumstances that prevents a 
potential claim from being 
processed for payment

Proprietary  and Confidential



Exception Types

Agency Providers are responsible for resolving:

• Multiple supported living sites authorized for the same provider on service plan 

• Provider has exceeded the maximum authorization for the month

• Provider has exceeded the maximum authorization 

• Provider # does not have the approved and active Category of Service

• Provider is not approved to provide services to a minor
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Exception Types

Agency Providers must contact the Person’s Assigned CCS Coordinator:

• Client not enrolled in a DDA program

• No approved service plan found

• Provider not authorized for the service

• Client Ineligible for Program

• Client LTSS Program does not align with MMIS waiver program

• Client ineligible for Medicaid

• Client ineligible for Medicaid but has active waiver program in MMIS

• Client LTSS program does not match the service plan
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View Exceptions – Home Page
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Home Page Actions Required 
shows counts of services 
pending



View Exceptions – Services Search



Viewing Exceptions - Service Details page

Proprietary  and Confidential

Service Details



Resolving Supported Living Site Ambiguity
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Resolving Supported Living Site Ambiguity
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1
2



Resolving Supported Living Site Ambiguity
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Supported Living Site Recorded
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Adjust a Service



Adjustment

Providers can adjust a claim which has 
been PAID / REJECTED

Adjustment may be made to: 

1. Modify units or cost of a claim 

2. Negate the units/cost of the 
claim(Voiding)

A claim is then sent to Medicaid to 
adjust the payment
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Adjust a Service - Details
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Adjust Activity

Claim Status is paid or rejected > 
Adjust Activity will appear
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Different Rows Appear

Adjust Activity creates TWO 
rows with different Claim 
Types
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Adjust a Service 
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Void Activity
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Void a Service 
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Claim paid by Medicaid can be voided to reduce it down 
to 0 units or costs and cancel previous payment



State Payment



Services Paid For By The State

A service is eligible for DDA State payment in the following four (4) 
situations. Note: Not all non-waiver services are eligible for DDA State-
Funded Payment

✔Person has a DDA State Funded enrollment, either through Court Order Form or through 
loss of CP waiver eligibility

✔The Service is of a type that is only state funded  

✔Person is receiving services though an emergency situation plan (ESP) while awaiting waiver 
enrollment

✔Services provided to a person by more than one Provider has exceeded the waiver limit, but 
DDA has determined that the additional services were required by the person 
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Identifying Services Eligible for State Payment
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Look for “State Payment Eligible” or “State 
Payment Reported” status 



State Invoice Process
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Follow the below steps for the State Invoice Process: 
1. Run the State Payment Report for the previous month  
2. Review all information including total amounts and individual service details. 
3. Export report to Excel. This creates an invoice (first sheet on the Excel spreadsheet) that can be printed.  
4. Print the invoice sign at the bottom
5. Submit the invoice to DDA 

DDA will process and remit payment to the provider 



State Payment Report 
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Email to submit ALL State               
Payment Invoices:

accounts_payable.dda@maryland.gov

mailto:accounts_payable.dda@maryland.gov


Reports



Reports

Provider Claims > Claims submitted to MMIS, PAID or REJECTED and  follow up if required.

Remittance Advice > Total Paid or Rejected amounts for Claims submitted for services 
performed so that the Providers can reconcile their billing with the payments received.

DDA Authorized Services Report > Compares service authorization for a given period against the 
services billed for that period. 

DDA Services Rendered Report > Oversight of the implementation of services rendered by 
Providers. Includes services rendered by Provider agency locations that are Waiver services 
(CPW, CSW, and FSW) as well as DDA State Funded Services.
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Download Report Data 
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Provider Portal Claims Report 

View all claims submitted to MMIS, Paid or Rejected
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Provider Portal Claims Report 
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Remittance Advice Report

View the total Paid or Rejected amounts for Claims that have been 
submitted for services performed.  Providers can reconcile their 
billing with the payments received.
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Remittance Advice Summary Report
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Remittance Advice Detail Report
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DDA Authorized Services Report

Providers can identify current and past active service authorizations for DDA 
Clients for EVV and Non-EVV services, to view the authorized units and the 
billed or entered units by the Providers so that they can identify the 
performance of their Staff. 

Proprietary  and Confidential



DDA Authorized Services Report
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DDA Authorized Services Report
Output: DDA Authorized Services Detail Report
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DDA Services Rendered Report

Run reports specific to the DDA services, to enable oversight of the 
implementation of the services rendered by Providers. 
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DDA Services Rendered Report
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